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APPLICATION FOR RECORDS RETENTION SCHEDULE |, SFFICE OF THE secrerany oF sTate |

RECORDS MANAGEMENT‘DlV!SION
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- INSTRUCTIONS See Publication No. 76—-RM-1 for mstructaons on ¢ompleting this form. Forward slgned original to
| Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
Attentlon Scheduling Sectlon '
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{ __ FOR AGENCYUSE [ 1, Agency Add ess , f | 'FOR RECORDS MANAGEMENT USE
~ Appication Date ) Agorg t 0::"'[‘,5 AgthOY"l ty t Application Number T
: * Administration Division
| 10-24-78 | personnel Department 78— s ,S-Q _____
Application Ng}'&bﬂr Post Office Box 2406 ' Date Recoived Date Completed
>t | savannah, Georgia 31402 JocT 271978 | DG 151078
' 2. Person to Contact : Workmg Tite Telephona Number
John J. Powers,_Qr. N Personne1 Manager 964 1721 283

- ) . =

3 Action Requastud J
3. X0 Estapusn Retention Schedule; fecord will continue to accumulate.
b. D Dispose of present accumulation; no further accumulation anticipated.
_ ¢ - Amend Application No. .o . _Check One: O] Change; (O Supercede; [J Void

ra, E}a-es of Series ' 5. Recuoids Senes Title ffollowsad by title used i in off:ce if d;fferent}
Earliest . Latest

1974 1 To Date Personnel Listing

[5 D wiss an and Gf‘lca FUl'iu. Jn W‘1at |s the function ofﬁ the DWlSIOn and the Of‘ice in which this record series is created?

Responsible for recruitment, training, job ana1y51s & classification, formulation and
implementation of personnel programs and procedures.

|

employment date, social security number hourly rate of pay, pay
date, class notation, classification date birthdate.

7 Racovd Series Desertptlon Thts flle contams the foilowmg documents (mc!ude form numbers and r!ties if any): i
Attach samples of the file.
Documents relating to: Listing of G.P.A. employees.
Included are: Information giving employee's name, employee's number, job status,

File is arranged: Chronologically by printout, alphabetically by name on printout.

8. Monthly Reference Rate  How often are records referred to which are: T
One to six months old ____E} 0.; Seven to twelve months old z_d,_: Thirteen to twenty-four months old 1 e}
twenty-five months and older —

9. Annuatl Rate of Accumulation of Rem'r_iil’s_ T "‘17’ o - T T
Letter-size drawers ——........_; Legal-size drawers ___ = ___; Shelves e __; Other (specify) — e
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. _..1 _documents be scheduled separately?
1 X £, Isthe information contained in this. serlgs ever pubhsbgd?_ If ves. anach gQQL

1 X | iHves.attachcoov.

b X1 _1f ves, where?
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graph 12 are approved. State AudutorlDesugne(

of explanation.) Secretary of State/Designee
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YES | NO | 10 Quesﬂonnalre (Place an "X" in the proper. column) o e _ 3 o et

a. Is this the official copy of the series?. 2
LX | _.l. oot whereisit?  _ : - — .

b. Does the senes conta\ nfidential mformat\ Jequiring secprity handlipg? If yes, cite Iaw or re ulatlon
L X 1 Privacy Act - sacfary__r'_a_t_gs are c‘[‘151:ed' 3 these pr'lﬁtouty o ?4_
| x| c. Isthis avital record? : ' I
x| d. Does this series have historical or Iong term research value? Long ter'm only-- ot historicaTl.

X e, When one or two documents in the file make it necessary to keep the entlre file for a Iong period, could these

EmmmE e e e — A R e e ey

g. Is the information contained in this series ever analyzed and/or recorded in a surnmarized report?

h. is there a duplication of thts series in vour offuce or in another office or agency?
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=_l X 1. i. Is this series {or a maior portion of it) regulariv maojﬂmed?‘
I Does the record series result in a computer printout?

11. Retentlon Requirements f The foltowing requires the series to be kept:
a. State Law —_—— e . _._.Years. : d. Audit period e e - Y@ATS,
b, Statute of limitation —_ _years. " e. Administrative need — 4nm___,,_.years.
c. Federal law —— e —_.___years, f, Federal retention instructions .. . . _years.

Attach copy or excerpt of laws or regulations. Explain‘administrative need.

These records are the only documents we have in which to refer to when an employee updates,!

when the employee is changed from an hourly to an exempt status, promotional 1nformat1on,
and information which is not found in the1r personnel file.

12. Apcroved Disposition Instructlons This agency recommends that the file series be cut off at the end of each:
@@ Calendar Year; O3 Fiscal year; O Other . . __.then,

1 Hold in the current filesarea _____month{s) 1 — . _year(s}; then
X2 Transfer to local hoiding area, hold . 2. _vyear(s); then

[3 Transfer to State Records Center:hold . = . . _year{s); then

X Destroy,

3 Transfer to State Archives for permanent retention.

O Other {Snecify}

These instructions apply to all prior and future accumulations of the series,
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_;genqy HéadlDes:gnee (ngng_tgre} | [_ Date Records Management Offleer (Signature) ‘ Date
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{If disapproved, attach fetter

Attorney Generai/Demgnee
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